How to Manage Contracts in Mobile App

Objective

® Manage and track your contracts.
® Add approvers.

Steps

To track your Contracts & Documents in the Mobile application, simply click on the Contracts Section from the home page or access the side menu by
either clicking on the three-dashes button at the top left of the screen or swiping right.
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You can search for specific contracts/s either by applying filters, searching by assignee, or searching by type of contract.



Contracts & Documents

Assignee v Type v E AllFilters(8)

FRA-CT-28 - franchise agreement between x =

andJ
Franchise Agreement Filing & Drafting 0
Date 2023-05-24

EMC-CT-26 - emp agreement between jake B

and Labbini

Employment contract Under Negotiation °
Requester @ jake homsi

Date 2023-05-24 3

SPA-CT-15 - [Amendment 202304] purchasing B
johnson's stocks

Stock Purchase Agreement Filing & Drafting 0
Requester @ Jimmyjohn

Date 2023-03-14 E
EMC-CT-14 - employment agreement 5
between jake and ABC

Employment contract Filing & Drafting o
Date 2023-03-23
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DIA-CT-5 - distributing product X for Labbini 9
Distribution Agreement Filing & Drafting

By using the icons located next to each contract, you can effortlessly navigate to the contract itself, access the approval center, or explore the related
information associated with the contract such as matters, reminders, tasks, or time logs.
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When clicking on a specific contract, you can check and edit its details, and track the approval center, and the related documents.



CT299

Details Approval Center Documents

Back Boss Agreements

e Description >
o Details >
Type Non-disclosure Agreement
Priority medium
o Parties >
Party: (1) Back Boss company
Party: (2) Common Law
22 People >
Assigned Team All Teams
Created By Carolina Robinson
Modified By Carolina Robinson
Date >
Date 2023-06-15
Created On 2023-06-22 13:42:35
Modified On 2023-06-22 16:41:11

From the Approval Center, you can track the approval process, approve/reject if you are an approver, and add approvers as well.

To add approvers click Add Approvers, specify the Approver Type such as user, collaborator... add the approver name, and you can also add approver
label/summary and set the order.
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< Add Approver Label/Summary

Approval Status: A
Approver Type

Carolina Robinson User ¥ Select User b

v Apg > | X% Reject

Add Approvers

Moreover, from the Documents tab, you can manage the folder structure of this contract, and add related files or folders.

CT299

Details Approval Center Documents

CT303 1

Agreement
Modified 22 Jun 2023

o



For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!
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